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Go Live Checklist

Ready for Workday? After September 15", complete this checklist when you login to be set up for success.

e Review Personal Information

Review Contact Information (Including email, address and phone number)

[
[

Go to Menu, then Personal Information, then Contact Information.
To update, click Edit, select the Pencil Icon, update your information and click Submit.

Update Emergency Contacts

[
[

Go to Menu, then Personal Information, then Emergency Contacts.
To update, click Edit, select the Pencil Icon, update your information and click Submit.

e Add In Your Absence (Time Off) Requests for Hourly Workers

Your requested and approved absence requests will not automatically carry over to Workday.
Please enter them on Day 1.

[
[

[
[
[

Go to Menu, then Absence, then Request Absence.

Check your available balances by checking balances. To see what you will have in a future date,
update the date in the Balance as Of field.

Click the day(s) you want off, then the orange Request Absence button.

Enter the Type of Time Off and click Next.

Review your request and click Submit. It will route to your manager for approval. You will
receive a notification when it is approved, denied or sent back.

e Check (Clock) In and Out for Hourly Workers

0

Check In: Go to Menu, then Time, then Check In. The Check In button is also on the Workday
Home Page Quick Tasks. The system defaults to regular hours and your primary work location.
If this is correct. Click OK.

Check Out: Go to Menu, then Time, then Check Out. The Check Out button is also on the
Workday Home Page Quick Tasks. The system defaults to regular hours and your primary work
location. If this is correct. Click OK.

Submit Your Time at the end of each week. Go to Menu, then Time, then This Week. Click
Review, review your hours and click Submit. If you miss a punch, contact your timekeeper,
supervisor or manager to correct it.



Dormakaba Time Clock

[

|

Swipe your badge or enter your badge number and click OK. For those without a badge enter
your Workday ID (your current employee ID with a 1 in the front). For Monument Texas, use your
fingerprint on the biometric reading scanner.

Select your clock type (Clock in, Clock Out, Meal Start, Meal Stop), then click OK.

Submit Your Time in Workday at the end of each week. Go to Menu, then Time, then This
Week. Click Review, review your hours and click Submit.

If you miss a punch, contact your timekeeper, supervisor or manager to correct it.

Approve Time and Absence For Managers of Hourly Workers

Approve Timecards

[

O O

Go to My Tasks on the homepage to review the time entries for approval. You’ll receive an
individual notification when a worker submits their timecard.

Review the time entries for each day and the weekly summary.

To approve the submitted time, click Approve.

Once you approve a worker’s time and see the confirmation message, the information has been
sent to payroll for processing.

Correct or Add a Missed Time Entry

[
[
[

[

Go to Menu, then Team Time and Absence, then Enter Time for Worker.

Enter in worker name, the date of the correction and click OK.

The employee’s timecard displays. Click the Actions button. To add or correct time worked,
select Enter Time.

Select the day of the week to edit. Add the missed Clock In and Clock Out information. For
multiple time entries on a single day, click the + button to add time and/or click the - button to
remove an incorrect entry. Click the OK button. The time has been recorded on the timecard.

Approve, Send Back or Deny Time Off Requests

[

[

When employees submit a Time Off Request, the Absence Request notification will appear in
your Awaiting Your Action section on the homepage. Click on Absence Request.

To view the worker’s Time Off balances, click the View Balances button. This will provide
balances to any Time Off plans the employee is eligible for. If desired, add feedback/comments
in the Comments box.

Click the Approve button. The employee will receive a notification that the request is
approved and their Absence calendar will update. If you choose to Send Back or Deny the
request, add your feedback in the Comments section so the employee understands why their
request wasn’t approved. To modify the request, click the Send Back button. The employee
will receive a notification with your instructions to modify their request before submitting it for
approval again. Click the Deny button if you are rejecting the request. This may be used if
others are already taking time off during that timeframe, a high demand period, or the
employee has resigned and is asking for time off during their notice period.



l. Login
Choose How You

Log In to Workday

Workday can be accessed on site, while working remotely or
through the mobile app. Here's how to do each.

Log In While On Network

When you're on the company network, follow these steps:

1. Sign in to your work computer using your Microsoft credentials. (If you're not sure what your credentials are,
reach out to your leader or ITSS.) If you are using a kiosk, you may have to sign in to the kiosk first.

2. Once signed in, click the Workday icon on your desktop. You're all set!

Log In While Off Network

If you're working remotely, you’ll follow the steps
above with the additional step of using the Microsoft
Authenticator app to verify your identity:

1. Enter work email and network password. If you
don’t have a work email account, use your employee
ID number.

2. Verify the identity code in the Authenticator
App. Click the “Don’t show this again” box, and
then Yes if it is on a personal device. Click “No” if
on a shared device.

3. If you need help with Microsoft Authenticator,
review article KB0015003.

y Look for the Workday icon on your desktop or kiosk. Or use this URL to go
to the Workday Log In: https://rebrand.ly/go-to-workday



Log In to the

Workday Mobile App

You can also log in to Workday using their
convenient mobile app. Just follow these steps to get started:

Access Workday on the go

Your Organization ID:thgrp l

v Download

& App Store | P> Google Play

STEP 1 STEP 2 STEP 3 STEP 4 STEP &5
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@ &
w [ & [
Welzame 10 Yaur Workitsy Sign in
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Download Workday Click Log in Enter thgrp’ as your Enter Email Enter Password
from App Store Organization ID
STEP & STEP 7 STEP 8 STEP 9
1038 aim i o
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Approve sign in request A i b B e Stay signed in?

e .

-
1 5 2
& L L
Z 3 L
[ o]
Enter # shown in Click Yes Click "Don't Show Again” Click "Remember this
Microsoft Authenticator then Yes device” and then Subrmit




Il."'Where To Go For Help

A. Who To Go To For Help

e Contactyour HR Department or
e Employee Hub at EmployeeHub@thgrp.com or 800-303-0408

B. How to Navigate Workday

1. How to Navigate: Workday is really easy to use, and there are many ways to find what you need and what to
do. Let’s cover how to find what you need by reviewing the menu, Workday Icon button, and Search bar.

FIND WHAT | NEED KNOW WHAT TO DO

n |

J\

' -
f Workday Icon Search bl Notifications
Come backto Enter keywords to Importantalerts
the main page find whatyou need and updates (FYls)
Menu
Checkout ThT:;:(;ou
|
YoM appc: needtodo

Here's What's Happening

Awaiting Your Action Announcements

Caretully Review your
Delegation for Preeda Ola (178430) on 05/31/2024 Payslip

a8

Edit Government 1Ds.

a8

2. The Search Bar: In the center of the top bar, you’ll find the Search Bar. This helps you find exactly what you
need. Just type in keywords and helpful links or articles will show up to help guide you. For example, type in
“pay” for payment options or “benefits” for benefits information.

D) PP i CQ Benefitd @)

DART Benefits 0096 - Active Ineligible Workers Enrolled in Benefits
Report

Change Benefits

Task

CR - DEV 02 - Benefit Elections Detail Report - Benefits (Deloitte)
Report

CR-DEV 01 - ABBR Audit - BENEFITS (Deloitte)
Report

uesday, June 11, 2024
CR - Additional Data Information on Employees - Benefits (Deloitte) uesday, Jun¢
Report

R B B B B

THG Benefits (Jackie Morehead (139468))
Supervisory Organization

nouncements 1of2 >
Inouncemen
Carefully Review your
Payslip
In Workday

3430

,,,,,,,,,,

EW MORE nown as e, 7843(
VIEW MORE

Important Dates

Important Dat:
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3. Tasks and Notifications

Notifications (Your Alerts)

v Like a nudge or reminder about
something in Workday

v Updates about info, like when a report
is ready, or your time off has been
approved

v What to do when you get these: You
read these to stay updated, but you
usually don’t have to do anything with
them

4. Email Notifications

My Tasks (Your To Do List)

v Like a mailbox for your tasks in Workday

v' Tasks require action, like enrolling in
benefits or approving time off

v' What to do when you get these: Click
on the item and finish the task

You will receive an email when you get a Workday notification. With Workday, you can update
your preferences to receive emails immediately (the default), or daily.

Click the Profile Picture

Click My Account

Click Change Preferences

Go to the Channel section

The default frequency is
Immediately. Click the box to
change to Daily (do not use mute).

AR ol

C. The Help Center in Workday

Knowledge articles are there to assist you with “how to” information on how to complete tasks. To get to the Help

Center:

1. Goto Menu>Help, or

2. Use keywords in the Search Box to bring up relevant knowledge articles
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I1l. Personal Information

A. Update Contact Information
1.

oo
oo

o =

Let's cover how to update your personal information. When we go live, it is important that you check your
personal information to ensure it's accurate. Click "Menu" at the top lefthand side of the page, then "Personal

Q search

Welcome

Awaiting Your Action

&

Jobs Hub

Benefits and Pay

Time

Pay

-] Personal Information

Absence

Favorites

Recruiting

Drive

2. Click Contact Information to view what is on file. To make a change, click Edit.

oo
oo

< Personal Information e obiee

Q search

B Change View
My Contact Information
[0} Personal Information About Me il
lla Contact Information Addresses E m
Emcrgency Contacts Name Q@ Home Contact Information
% Addresses 1 item
Legal Name Email Addresses illo iy St
Preferted Name Phone Numbers Home (Primary) Pt
¢
Photo More (2) o
3. To edit a specific piece of information, click the pencil icon, update the information, and then click the orange
"Submit" button to save.
> Details o}
lla
hig
&
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B. Update Profile Picture

1. When we go live, you can update your profile picture! Click Menu, then Personal Information.

% Jobs Hub

&t
&Y senefits and Pay

l’ﬁ' Personal Information

Absence

Favorites

Welcome it's T

Recruiting

Awaiting Your Action D

Drive

2. Adjust Photo.
3. Click OK.
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V. Time (Timecards)

A. Your Role in Team and Time Management
Hourly Worker
Check in and out for at the beginning and end of shift, and for meals*
Speak to their manager/ supervisor when there is a missed/inaccurate check in/out

Submit timecard for approval at the end of each week**

*If you work at a site with physical time clocks, you will check in and out through badge swipe or biometric reading
(TX), not in Workday.
**Even those with physical time clocks will still be required to review and submit timecard in the Workday app.

Manager/Supervisor

Assign hourly worker schedules and make sure they are accurate

Track check in / out times to ensure accurate time keeping

Handle missed/inaccurate check in/out for team members

Check and approve timecards each Monday by 10am EST (If there is a holiday in a payroll
processing week, the deadline is Tuesday by 10am EST)

Delegate to other people when you will be out of the office
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B. View Your Schedule

1. Click Menu.

= MENU @ Q search

Hello There

Awaiting Your Action

2. Click Time.

3. Click My Schedule.

¥
=], Help

du%) Jobs Hub

q Benefits and Pay

‘[a Time
'.j Pay

@=]| Personal Information
=

=l

E] Absence

{j‘ Favorites

4, You can now view the schedule.

=wnu W Q seach ® e =ww iy Q s ®Pa s
Enter Time View July 2024 weren
sunasy Mandy Tty a " ey sty
s i s rer
2 :
I 1 [ [Ermm ERR
" "
Core e 11 G im | (G e ST
|| 5 || = I =
P 2 rs = =
T (e | | EEErLn R R
- v
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C. Assign Schedules for Managers

Each team member must have a schedule assigned in Workday. You can assign or change a schedule in Workday,

selecting from a pre-populated list of schedules for hourly workers across the businesses. If the schedule you need to

assign is not in the system, contact the Employee Hub at 800-303-0408 to add it.

1. Click Menu and click Team Time and Absence.

Q assign wor

Hello There

Awaiting Your Action

|
Q assign wor ®

View
My Teafns Schedule

Review Time

Enter Time for Warker Time Clock History
Enter Absence Time Off & Leave Calendar

Correct Absence

Return Warker from Leave

™ ry

Li_:t. Personal Information

L%J Absence

T’ ! Favorites

| & reammine

g, Team Time Off

ﬁg Contingent Workers

E Drive
[EI Directory

My Team's Schedule

Date  *| 87/87/2824 [

Workers *

3. Hereyou can view the schedules of your workers. To make a schedule change, click Add Event and Assign
Work Schedule.

600 AM 500 AM 500 AM

Appro Appro Appra

:00A
Ape

9:00 A
Apg

9:00
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4. Enter the Worker Name, the Start Date and the schedule. If you need a schedule that is not listed, enter a
ticket with Employee Hub at 800-303-0408.

Page 8



D. Check In and Out

Whether you use a
computer/site kiosk, there are
multiple ways to check in and
check out to record your time.
Choose your favorite!

A. IntheTimely Suggestions
section, click the CheckIn link.

B. In the Quick Tasks section,
click the Check In button.

C. IntheYour Top Apps section,
choose the Time App and click
the Check In button. You can
also access the Time App
through the Menu.

1. ChecklIn

Check In X

Worker

Date

Time

Time Zone  GMT-0500 Eastern Time (Indianapc

Time Type * | x Regular =
Details

Location x Crawfordsville 3607 N US =
Cost Center X 703 Crawfordsville =
Activity Type =

tttttttt

2. Check Out

After you have completed your work,
navigate back to

A Timely Suggestions, or

B Your Top Apps and select Check
Out.

Hello There
Awalting Your Actien Announcements
Timety Suggestions
@ v ooty s (A1 = ety
it poin F—
e O et
@ [ ———
[ ———— Vour Tep Apps
3 v
P
—_— &Y secrniom
Recommended for You

A’ The system defaults to regular hours and your
primary work location. If this is correct, click the OK
button.

Note: For US Aggregates, you will need to enter in the
activity type.

B You will receive a confirmation message. Click the
Done button at the bottom right of the page.

a— 5 P .

Quick Tasks

Timely Suggestions

 Paros

You've Curmmntly Chached A . Time OFf | e
ey
FEEE——
. G —— w -
L e
P
N
% ooty - ) e 25 e
[ J——
S Time
Recommended for You B ©
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E. Submit Timecard

1. You can view your timecard at anytime using the Time app.
g P oL = wow w Q sewen PP
You can review the times you have checked in and out. Go to Select what week to see. You can see this week, last week,
the Time App (you can get there from Your Top Apps or the or any other week in past by choosing select week.
Menu).
2. You can also see when you have unsubmitted time in Timely Suggestions.
e Time entries must be correct and submitted w0 o
for approval at the end of your workweek or
it could impact payroll. This ensures your
paycheck is accurate and prevents delays
Wltl"] paer“ prOCESSIng. Hi There It's Friday, July 5, 2024
e Review daily time entries and the weekly
Summary tO the rlght on the page. |f |t is Awaiting Your Action Announcements
You're all caught up on yourtasks.
correct, click the Review button.
e Ifthere are errors, your manger/supervisor

Timely Suggestions

©

will need to correct them.

You Have

[

Unsubmitted Time

Wy Time
it your

| My Payslips

[ Time off Balane

Carefully Review your

3. Click Review. Review hours and click Submit.

Enter Time Double Time

oz ok« { ez <]

Summary

Holiday Pay

Premium

Total Hours

enter your commen!
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4. The request routes to your manager.

The time block(s) will route to the manager’s inbox for
approval.

The time block(s) will display “Submitted” until the
manager approves.

Once approved, the time blocks will display
“Approved.”

Page 11



F. Managers Approve Timecards

+ Go to My Tasks. You'll receiveanindividual

notification when a worker submits their timecard.
+ Reviewthetime entriesfor each day and the

weekly summary.

To Bulk Approve:

To approvethe submitted time, click the Approve
button.

Onceyou approve aworker’s time and see the
confirmation message, the information has been sent
to payroll for processing.

The “Review Team Time” Report allows Managers and Supervisors to see the status of team time ata glance.

+« Go to Menu
» Click Team Time and Absence

Click Review Time

+ Click a Date in the pay period you want to review
+ Click All Workers (or the ones you want to review)
+ Click OK

Page 12



Review who has submitted time with no issues. Click on their name to see their specific hours and carefully check for any
discrepancies or errors. If you find any issues, you should address them before approving the timecards. For workers with
no issues, you can proceed to approve their time via the “Approve” button. This step confirms that their time entries are
accurate and ready for payroll processing. Once you have approved timecards for all members of your team you will
receive a confirmation message indicating that the timecards have been successfully approved.

Workers With Alerts

NOTE: You can't approve unsubmitted hours.

oo g o

By following these steps, you can efficiently manage and approve your team's timecards, ensuring timely and accurate
payment for everyone. Make sure to complete this process by the deadline to ensure timely payment for your team
members.

G. Managers Fix Timecard Issues

1. Add / Fix Time Punches

2
Enter Time for Worker X
L
+ Go to Menu + Enter the Employee Name in the Worker field
+ Go to Team Time and Absence + Enter a date in the range of the pay period
+ Click Enter Time for Worker + Click OK

Page 13



» Click the Unmatched Event (Unmatched Check In / Check Out). If there is no event and one needs
to be added, click in the calendar

+ Update the time
» Click OK

You can see incomplete time entries on the Review Time Report too!

Worker Name

m Team Member Name (111111

Team Member Name (333333

Team Member Name (444444

Incomplete Time Entries

2. Unsubmitted Time

Go to Menu

Go to Team Time and Absence

Click Review Time

Review Report for any ‘Incomplete
Entries’

Click the Employee Name to update it

You can only approve a timecard once it has been submitted. Time should be
submitted by employees but can be submitted by Managers/Supervisorswhen needed.

Worker Name

O Team Member Name (111111)

Team Member Name (222222
Team Member Name (333333

Team Member Name (444444

Incomplete Time Entries

Unsubmitted Time

63

Let's learn how to submit time on behalf of your employee.
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« Go to Menu
* Go to Team Time and Absence
* Click Enter Time for Worker

Enter Time for Worker X

Worker *

1]

Cancel )

+ Enter the Employee Name in the Worker field
« Enter a date in the range of the pay period
« Click OK

Total for June 9 = 15, 2024

« Review Hours

+ Make any needed corrections by selecting the time :

* Click Review

Click Submit

+ Thetime has been both
submitted and approved

+ Employee will receive a

notification

Page 15



V. Absence (Time Off)

A. View Absence Calendar

Let's Get Started

o e s bt b

[y

You can see your team (those who report to

the same manager (sup org) to identify who
else is off.

1. Click Absence

Request

Request Absence

Correct My Absence

Request Return from Leave of Absence

o PLQ

2 Select Absence Request.

3 Select View Team.
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B. Request Absence (Time Off)

- o0
1 Select Absence (From Your
Top Apps or Menu).
. 8~ 1
4 e~
4 Q o
- W Q e o P L
Absence
Request O
Request Absence 2
Correct My Absence
Request Return from Leave of Absence
Balances
- Balance as of 06/24/2024 B ¢ 3
Per Plan
Floating Holiday
0 Hours
Vacation
112 Hours

2 Select Absence Request.

3" Confirm that you have
enough time off.

Not sure how much time you
will have? Change the
“Balance As Of" Date.
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4 Once yourtime off has
been selected, click the
orange button in the
bottom left.

Select Absence Type

When  Monday, July 29, 2024

5 Selectyour absence type. Generally,
you will select Time Off and then
choose the correct drop down.

6 Select Next.

Select Absence Type

When  Monday, July 29, 2024

Type *| X Vacation

7 Confirm your request is
correct and click Submit.

You will get a confirmation
that your request has been
submitted.

< Yourrequest has been submitted.

i | Ssubmi

C. Request Leave of Absence (LOA)
Contact Employee Hub at 800-303-0408
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D. Change [/ Cancel Time Off Request

4 0 -
/i Q —-

1 Select Absence (From Your
Top Apps or Menu).

Request

Request Absence

Correct My Absence

Request Return from Leave of Absence

o PLO

2 Select Correct My
Absence.

Correct Absence

~~~~~~~~~

Double click the Time Off
you want to change or
cancel.

4 Change the hours by
updating the Quantity
per Day or removethe

entire day by clicking on
the minus sign.

5 Click Submit.

You will get a confirmation
that your request has been
submitted.

+/  Yourrequest has been submitted.
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E. Manager Approve Absence

Awaiting Your Action

Absence Request

Open Envoliment Change
@) ek

OUE 081972024

2

1 Select Absence (From Your
Top Apps or Menu)

2 Absence Requests appear
in Awaiting Your Action
or My Tasks. Click on
Absence Request.

3 Review the request against
the hourly worker’s
balance. Click Approve to
approve the time.

You can also send it back if
you need more information
or deny it if it does not meet
requirements.

Requests must be reviewed
within 2 days

Once the requestis
approved, sent back or
denied, the hourly worker will

( senamack ) (" veny ) (( concal )
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F. Manager Enter Absence on Behalf of Hourly Worker

Q Search

. -

1 Select Team Time and
Absence

2 (Click Enter Absence

3 Search for the Hourly
Worker and click OK

Enter Absence

Select the day(s) of absence
and click the orange
button on the bottom left.
Select Absence Type and
click Next.

Review and click Submit.

X

Select Absence Type

When  Tuesday, May 28, 2024

D (D
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G. Manager Correct Absence for Hourly Worker

Q Search

s -

1 Select Team Time and

Absence

2 Select Correct Absence

3 Searchfor the Hourly
Worker and click OK

Enter Absence

Workee *

Double click the event
that needs correction

Select Absence Type and
click Next

Review and click Submit

Select Absence Type

When  Tuesday, May 28, 2024
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7' Double click the Time Off
you want to change or
cancel

8 Change the hours by
updating the Quantity
per Day or removethe
entire day by clicking on
the minus sign

9 Click Submit
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VI. Team Management and Delegation

A. Position Management

Staffing Model is a structure that defines how positions and jobs are created and filled in a supervisory organization. At THG, jobs are used by
Craftworkers, and positions are used by the rest of the organization. These two staffing models allow THG to meet varying business needs
rather than applying one staffing model that will not meet the needs of all teams or divisions.

Position Management (table w/chairs) Job Management (table with no chairs)

You do not need to create a separate, open position for each
job you want to fill.

Before you can hire, promote, or transfer workers, an open
and approved position is required.

You need to specify the number of positions to fill, and each

worker is then hired into a specific position. Hiring is not limited to a pre-defined number of openings.

Tracking and reporting on open positions (or seats). Track and report on filled jobs only.

For THG companies using position
management, for every
headcount we use the
metaphor of a ‘chair’.

| Table = Supervisory Org
Every employeemust have an

approved chair’to sit in, which
\ .

equatesto a position.

In Workday, we willhave a

position created for every

employeeinour position
H H managed organizations.

B. My Team Management
Next, let’s see how you can view your team in Workday. Click on the Menu icon, then select "My Team Management."
Here, you can see important information like who is on leave, and your org chart.

I Employee | | Chair = Position |

%

Menu X =wow Q Search o)

My Team Management

o B & % B &

3

o "
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C. My Org Chart

The org chart shows the hierarchy of your team. Here and on the Team Management, you can select an employee’s
name to get to their profile.

= Menu w Q Myteam ® CP B 8
My Org Chart (People View) ]
a

—

>}

Manager Name (ID#)

O O O (82 O o O

Supervisor Name (1D #) Employee Name (1D#) Empioyee Name (102) Employee Name (102) Employee Name (102) Empioyee Name (1D2) Employes Name (102)

D. Delegation

Temporarily assign
tasks to someone else.
Useful when you are : = :
on vacation, LOA, etc. =T

and another manager R e ——
is supporting your |
team. It may also be
used by Executive
Assistants or other . ]
support staff. T .

Fiters Business Processes alowed for Delegation

To Delegate

+ Profile > My Tasks >
Manage @ = ——— = |
Delegations o) (=

Page 25



VI. Compensation (Pay and Tax Information)
A. Payslips

Get payslips by clicking on Pay in the Menu app Get pay slips by clicking on Pay in the Menu app.
=| MENU w Q search & Jobs Hub
Q Benefits and Pay
Time
5 Pay
@ Personal Information E
= Ab:
Welcome B Aoence
i} Favorites
Awaiting Your Action Drive
Then click Payslips under the View section. Click on View to see more details, or Print to save a PDF.
, . = =ww Q sesreh g & a

Withholding Elections Manage Withholdin _

(" change Paysiip Prining Bection )
L B

Payment Elections

sm-z2@

View Payslips )

s o
Payslips =di /0 B

PGt Pt

Total Rewards

Compensation Review Statement History

Bonus & One-Time Payment History
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B. W-2 Tax Documents

Get to W2 Forms by clicking on Pay in the Menu App. Click Pay.
=/ MENU w Q search Jobs Hub

Benefits and Pay

Time

Pay

D B & S

Personal Information

b

Welcome f i|  Absence
{\j Favorites
Awaiting Your Action
g Drive

Click My Tax Document Click on the Tax year

= iy Q strtprowy ® O o= @

My Tax Documents

Tax Forms Printing Elections.

P Le

Actions Exteral Links

= wew W Q wino @

i EEvm.s 5E

view Payslips 5
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C. Total Rewards

This shows you a summary of all the pay and benefits you get from your job. It includes your salary, bonuses, and any
other benefits. It's a great way to see the full value of what you earn.

Click Menu

Q search

Welcome

Awaiting Your Action

Get to Total Rewards by clicking on Pay.
?:g Help
ﬁ,{ Jobs Hub
&Y enefits and Pay
@ rime
{'% Pay
@=) Personal Information
&) Absence

L Favorites

D Drive

Click on View Details.

@

otal Projected Compensation

View Details

The infor

actual earn, «eductions

Print the total rewards statement here.

Annual Target Total Rewerds Package

Total Reward Statement is illustrative and not intended 1o show actual compensation and might not include all components of total rewards. Please refer o your paycheck for

@ @ @ =

%

Total Projected Compensation

View Details

The information in the Total Reward Statement is illustrative and not intended
actwal eamings and deductions.

Print the total rewards statement here.

Total Projected Compensation

Base pay for a salaried employes is defined as the annual base salary.

~ Benefit Participatior|

Annual Employer Contribution

Basic Life snd AD&D - Unum (Employes)

Empleyee Assistance Progesm - Perspectives Plan

Supplemental Employee Life - Unum Flan (Employee]

- Unum Plan

Anthem VSP Plan

Valuntary Accident - Unum VOLACC

aE=m =

Annual Employee Contribution

Total:

HSA Contributions
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D. Payment Elections (Direct Deposit)
Direct Deposit is called "Payment Elections" in Workday

You can access your direct deposit information by first going to the “Menu” button.

= MENU w Q search

Welcome

Awaiting Your Action

Then click “Pay”.
, Help

Jobs Hub

Benefits and Pay

Time

Pay

A B3 @& S

Personal Information Fay

]

Absence

Favorites

B <

Drive

Click Payment Elections

= wew Q witho
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Under your accounts section, you can “Edit”, “Remove”, or “View” your direct deposit account information.

Sele =

Delault Country  Urvled States of mercs

Defauh Currency LSO

ag=mo =B
,,,,, e ]

After viewing or updating, click the orange “OK” button to save changes.

&)
Add Account
s whenfou

Account Information

Ascaunt Type
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E. Manager Access Team Total Rewards

To see your team’s total rewards, you'll click on the main “Menu” bottom at the top left of your homepage.

= MENU w Q search

Awaiting Your Action

From there, click “My Team Management”.

Jobs Hub
Benefits and Pay
Time

Team Time and Absence

My Team Management

Compensation

Pay

B &eojee @ & O

Personal Information

= e i N

)

And then click a team member’s name from “My Team”.

= e w Q Seorch 0 a2
& My Team Management o
My Team @ MyTerms Uscoming Time Cit &
fanc
Werkers: ol e

You can then access their “Compensation”.

B &t

Phone Emall Team

Bf summany Job Details
El  overview
Employee 1D
= Supervisory Organization
o] Compensation
Position
B  Absence
Business Title Leadman
Job Profile
8 Job Family Operations Group > Plant
Career Employee Type Reguls:

Management Level Individual Contributar, SME, Nor-Manager P 31

Tima Tusia




Click “View Details” to see their total rewards.

L1}
a
=
&
a
o]
8

Reminder: only look at pay information for real work reasons and keep all employee data confidential. Misusing this
information can lead disciplinary action. If you have any questions or need help, don't hesitate to ask.
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F. Manager One Time Payments

Sometimes you may need to make a one-time payment to employees. To do so from the Employee Record, you’ll click
“Actions” and then “Compensation” to view all compensation actions that can be taken for an employee. Click
“Request One-Time Payment.”

Compensation Total Rewards Pay Change History Timeline
B ——]

Actions

Worker
Compensation ’ Request Compensatjon Change
Job Change | Reauest one{Time Pajmen:
Manage Work > View Compensation
) View Compensation History
QOrganization >

View Compensatios
o >

Peynent View Compensation Basis Detai
Payrall > View Estimated Compens r a Period

iy View Reimbursable Allowance Plan Activity
q ayroll Interface

View Total Rewards
M Personal Data

Talent

Enter the effective date and then “OK”.

Request One-Time Payment

Use this process to request a one-time payment

Effective Date * | MM/DD/YYYY ] |

Employee *| X

-

Then click “Add”.

Total Amount Requested

One-Time Payment

ter your comment

lents
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Choose the appropriate “One-Time Payment Plan” and “Scheduled Payment Date”.
Organizational Assignments

External Brand: US Aggregates

One-Time Payment Plan *

Scheduled Payment Date *

A is
The specified date is before the current pay period start date.

Payment Details

Type in the correct amount, ensure “USD” is the currency, and make sure “send to payroll” is checked. Then click
“Submit”. This will send the payment request to the appropriate team member in payroll.

3 Supporting Information

( soetoime 3 conce )
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